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BUBIECT: Mimtatwtoﬂu&mmymmmmtheir
reesll for curvent use. ,

T

I. The tnstruetions outlined helow will be followed wher retiring inactive
OCR records to the Agency Records Center:

A,

1. BSupplies of the fo.. forus say be obtained from the Building
Sepply Office < , ofricer {Bxt. 2312)

« Part I of this
by The P Bg OfTi0e. An origioel
be forwarded to (UR Reeords Mansgement

Officer

(1) et Fe A Job tuwber is required fur ssch separete
SOPS being retired. This nusber mey be obtaloed
ﬁm Excords Management Offfcer.

{2) of Yils Series, Ingert a drief description

=~ of the 8 *eLized. This fSsseription will be taken
from the 7ed records eonirol sehedule and will ipelude
the and iten nusbers, record series title and descerip-

tin, and the inclusive dates of rescrds being retired.

5. Porw 5. Mt Becords Shelf List, The use of this fora is

bheve a more detailed listing of the material being retired than s
Un sontents of seny’ m)'iau- #yim t&i:ubmt s i
- of sach folder or document contained therein. An origirsl and
;u S0py will be forwarded to Administrative Staff vith Forw No.
L

2, Corrugated, Tiderbourad eoatainers, wessuring 15" X 12" X 10" will
ummmwa?xaxumnum. Esch
oontainer of satarial, or one half of the sontents
wammm-am.vmwmzmmnamm
from the ing Supply Officer. To sssseble the containers, secure
the bottom with 3° puper tape thmt can also de obtaimed frow ihe
Building Supply Officer.

3. m;wwmmmmﬁiuuiammwﬂww

mwuwm-mmmmm in the file sabinets.
Do not pack the containers too tightly.
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. After the contaioers hvmhuxxm they should be sealed
wﬂhmm‘h@ meil iek
vary. to the mw Itlsilwrum‘.
mmmim wmmz;nkuyatthday
in order that they sey be stored in & secure sree overnight. -

5. Bywein) umgmu for the packing of odd size smterial such
u np or card

Fecords will be with the Ares Records

1. !ny Bacret muterisl in m 20T 11y will not be retired to the

Aganty Bacords Conter. In those ouSes vhere it iz necesspary or

dosirable to vetire m*; zaterisl which is integrated with

saterisl of & lower classification in & file series, special

:Mu will be rgde with the OCR Records Officer to retire
series.

11. Miwm&nfrmﬂm Agency Records Center or requesting informe-
tion fros or about & document can be expedited by obmserving the following

procodures:

'mu ?ees#h; et pater. ra w immtim on m rom for
somplating and send ’by am&n’ t0 "Records Center”. Routine requests ere
me mmtiy and dceuments are normally cn;ppli’.eé within twenty-

If focunents at the Records Center are needed within

'S, Spetisl servite is svailable to handle urgent regquests. Call
m,saﬁmith- information requested on Fors No. 490, Also
mmm mtmwﬁmmtm This Wﬁmﬂn be
fsmodintely re %0 the Agcords Center snd Scouments will be forvarded
on the next run, Expediting this type of reguest places extra

Gwumcis on mi porsoniel, center persucnel and the coemunication
m, 20 1t is iuimwt fet this procedure be used only wien
nesd of docuwents is urgent.

JOH REQIBISTE. When a reguestor wants informetion from or
nt 10 the Bpcords Center forwerd the request on Yoruw No.
©311, dspending on the urgency of the reguest.
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